
 

eTrakit Manufactured Home Setup 
How to Access eTRAKiT 

 
The web site address for eTRAKiT is http://etrakit.rcgov.us/eTRAKiT3/.You may 
also access eTRAKiT through Richland County’s Development Service Center’s 
homepage at www.rcdevelopmentservices.com and click on the quick link “Click to 
Login” button. 

 

 
 

http://etrakit.rcgov.us/eTRAKiT3/.You
http://www.rcdevelopmentservices.com/


 

 

Setup an Account 
 
Click Setup an Account 

 

 
 
Fill out the information then select CREATE ACCOUNT 
 

 

 



 

 
 
 

Permit Applications 
 
Apply Link 

   
Click Apply under Permits 

 

Public Log In 

Type your user name in username box then your password. Then click LOGIN. 

  
 

 

 

 

 



 

Permit Declarations 
Please read the Permit Declaration, click the radial button next to I AGREE and then 
click CONTINUE. 

 
 
 

 
 
 
 
 
 
 
 
 
 



 

Entering Permit Information 
Select Manufactured Home from drop down menu 

 

 
 

Fill out Application Information 

 



 

 
 

 

 
Location 

Select the search criteria for the location: Address or Tax Map Number (TMS). Enter part or 
all of the Address or TMS and click SEARCH. Then select the correct address for the permit. 

 

 
 

 



 

 
Check Property Owner 

 
 
 
Attachments 

Locate the appropriate forms by clicking Select. Find the file you want to upload, select the 
file. Then type in a file description. 
Click UPLOAD. Then click NEXT STEP. 

 
 

 



 

Contact Information 
Enter or confirm the Applicant Information, Owner Information & MH Owner 
Information, then click NEXT STEP. 

 

 
 



 

 

Review and Submit 
This area allows you to review the application, make changes or corrections and submit the 
permit application. 

To make corrections to a section, select the EDIT button adjacent to the section header. 
Complete changes and select NEXT STEP. 

 



 

View Permit Summary 
The application is submitted, a summary page will generate. The tabs are selectable to review 
the permit application information. The permit will now appear on your dashboard under My 
Active Permits. 

 



 

Permit Review Process 
Once the application is submitted, it will be reviewed administratively for completeness. 
Once deemed administratively complete the application will be approved if no plan review is 
required. All other will be forwarded for plan review. 

 

 
Reviewing Comments 

If additional information is necessary, either administratively or for the plan review, the 
status of the Permit will change to DISAPPROVED. 

 

 



 

To review the comments, click the permit number for the disapproved 
permit 

 

 Then select the Reviews tab. 
 

 
 
 
 
 
 
 
 
 
 
 



 

The comments can be viewed by selecting the More Info link. 
 

 

Providing Additional Information 
 

In order to provide additional information, select the paperclip link. 
 

 
 

Select the file that contains the response information from your computer, provide a brief 
description (Response to Comments), and click UPLOAD. 

 



 



 

Approved Application – Fee Payment 
 

You will be notified of the approval of your permit by email. Log in to your eTRAKiT account 
to pay the required permit fee. 

 
Once the permit application has been reviewed and approved, any permit fee due will become 
a link and will need to be paid before the permit can be issued. The permit must be approved 
in order for the fee to be paid. 

 

Select the PERMIT No. for the permit to be paid 
 

Select the Fees tab and select Pay All. 



 

Confirm the permit you are about to pay and select the PROCEED TO CHECKOUT button. 
 
 

Select the payment type. 
 

 
Enter the required information for the trust account, credit card, or eCheck 
payment. Select PROCESS PAYMENT. 

 
For information on the Trust Account, please contact the Building Department at 
803‐ 576‐2140. 

 
 

 
 



 

 

 
 

Once the payment has processed, a payment summary screen will be generated. This 
summary may be printed for your records by selecting the PRINT SUMMARY link. 

 

 
 
 

 
 

 
 



 

Your dashboard will be updated to reflect no fee is due and County staff will be notified of the 
fee payment. Staff will then update the status of the permit to Issued, construction can begin, 
and inspections can be scheduled on this permit. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Permit Inspections 

Scheduling a Permit Inspection 
Once the status of the permit has been changed to Issued, an inspection can be scheduled. To 
schedule an inspection, select the SCHEDULE link 

 

Complete the required information, including the contact information and the 
requested inspection date. Once you click SUBMIT your inspection is schedule
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